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FUR ~ ~Q-LE P~CE DETERMZMATZOM

Ref: Re~isition/So2iciEation Number

1. x am recumendimg award to I used
one or more of the following checked price analysis techni~es compared to
the ~oted price of $ The qoted price was similar enough to
~he comparative price(s) LO conclude that the ~otation is fair and
reasonable.

❑ A&ewate Price Compe&ikiun

vendors were s~liciced and ~utes
After comparing the ~oted prices, I consider

were received.
the motes to be

competitive. See the Simplified Ac~isition Worksheet or other
record of price wotes received.

❑ Commercial ca5alog or Published Price LiSE

Manufacturer/Vendor’s Name:

Catalog/List Title or Number:

EffecEive DaEe{s):

Page Nu*er[s) :

Catalog/List Price(s):

❑

The ~oted price is the same as the catalog or published price(s)
noted above and reflects prices charged to customers buying the
same or similar ~antities.

The ~oted price is lower ehan the catalog or published price
list and is cons~dered fair and reasonable under the
circumstances of this acqisitiun. -plain under “Uther.”

The ~oted price is the same as the established market price or the
prices sek by law or regulation or by foreign pOKZ authority as
verified by:
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Enclosure (3)



NAVSUPINST 4200.85C

FAIR AND REASO=LE

❑ Historical Comparison for

Prior Contractor:

PRICE DETEWINATION (continued)

Order No. : Date Purchased:—

Quantity and Unit of Issue:

Unit Price Previously Paid:

Basis For Determining Prior Price Reasonable:

If the item(s) are not identical, explain why the comparison is
considered is considered valid:

❑ Other Price Analyses or Cements:

2. As the contracting officer for this pending award, I have reviewed
the above pricing documentation; and do hereby make the determination that
the price of the suggested ~oter is fair and reasonable. I authorize the
buyer to proceed with the award.

PREPARED BY:
(Buyersimature and date)

,
APPROVED BY:

(ContractingOfficesignatureand date)

Enclosure (3)
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I

,0
mPTER 4

DELIWRY/TASK ORDERS

z. =. This chapter prescribes shipboard
issuinq Deliven/Task Orders for supnlies and

procedures for
services under

the te=ms and c~nditions of existin~- indefinite delivery type
contracts.

2. def~~te Del erv Tme Contracts
. . iv

a. &d antag=s-V w used in this enclosure, indefinite
delivery type contracts (IDTCS) are contracts entered into by
shore-based contracting organizations supporting fleet
re~irements. ZDTCS are established when a Suture need for
supplies and services is known; but the exact times and/or
~antities of future deliveries are not known at the time of
contrac~ award. IDTCS offer the following advantages to the
fleet:

{1) These cuntracts pe=mie direct ordering, (with
flexibility in both ~anti~ies and delivery scheduling) from
the contractor by ships wheh re~irements materialize, via the
issuance of Delivery/Task Qrders.

(2) When issuing Delivery/Task Orders against IDTCS$
the ship’s contracting officers do not need to search for
sources, seek competition, negotiate terms and conditions ur
price, include or repeat the clauses that are in the contract,
or make a written determination that the prices are fair and
reasonable.

b. ~xamg~. Some examples of the Eypes uf supplies and
services which may be available under IDTCS are:

(1) Husbanding services which allow the husbanding
agent tu subcontrac~ with the necessary sources to ~ruvide for
port services, material or personnel transporting services,
consumable supplies andtor subsistence rewired by the ship
upon entering or while staying in the port;

(2) Subsistence items including fresh meats, poultry,
fish, produce and/or dairy pruducts reqired by the ship;

(3) Master ship repairs and alterations of the vessel
(M=V} far overseas use, if not restricted by the ~CUM;

(4) Cargo
when approval has

and Propulsion Fuel in
been obtained from the

emergency situations
Navy Petroleum Office

4-1
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in coordination with the Defense Fuel Supply Center (DFSC) or
COMNAVSEASYSCOM, as applicable; and their guidance for using
the contract (or for procuring the fuel using simplified
acquisition procedures) is followed.

. ~ontract Bulletins Contract bulletins are prepared
by t~e contracting office which awarded the IDTC to inform the
ships of the contracts which are available and also provides
the ordering information, procedures and limitations. If not
provided to the ship automatically, the bulletins
requested from the customer service branch of the
logistics support activity for the area where the
the supplies or services. The IDTC bulletins are
source for determining:

may be
servicing
ships needs
the official

(1) An IDTC exists which covers the required supplies
or services;

(2) Which activities or ships are authorized to place
orders against the contract;

(3) The maximum dollar limitations set for each
Delivery/Task Order;

(4) A list of the covered items or services with unit
prices established; and

(5) Locations where deliveries and time frames
required in which deliveries will be made.

3. Del iverv/Task Order Jloa~. An order log shall be
maintained in the supply department for each IDTC. Data for
each order shall be entered on this log as the order is
issued. See example at the end of this chapter.

4. All Delivery/Task
Orders must be issued on a DD Form 1155, O~der for Supplies or
Services. If oral orders are authorized by the contract, the
DD Form 1155 may be issued after the oral order is placed (see
paragraph 6) . The block-by-block instructions for the
completion of DD Form 1155 are provided in the table at the
end of this chapter.

5. 9ral Orders

a. The ship’s ordering officer may issue oral orders only
if it is permitted in the contract or on the contract
bulletin. The oral order may not exceed the amount authorized
for this ordering procedure. Order processing procedures may

Enclosure (3)
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NAVSWINST 4200.85C—m only be used when all terms and requirements of the
be COMMU~iCat~d Ora~~y. The ordering officer must:

applies

include

(1) Identify

{2) Identify

(3) IdenCify
to the order.

him/herself to the contractor;

the cuntract number;

the Delivery/Task Order number

(4)
the

about which

[5)

order can

that

Specify the contract item(s) to be furnished,
item description so there is no
CLINS are being ordered;

misunderstanding

State quantity being ordered plus unit and
extended ~rice fur each i&em being ordered;

{6) Stipulate the date and tiMe that delivery is
required; and

(7) Receive the contractor’s oral acknowledgment that
he}she agrees to meet deliver the itemsfservices as
stipulated.

b. Record the information about the order in the
Delivery/Task Order Log for the contract.

c. Confirm the oral order in writing with a DD Form 2155.
In the schedule of the DD Form 1155 above all line items,
enter “CQNFIRMXNG QRDER -- Do NUT D~L~QTE.1~ Ural orders
must be confirmed in writing within ten working days; or
confirmed un a hi-monthly basis when more thaq one oral order
is consolidated for a single confirmation.

6. ~istribution of Deliverv/Task Ord~ . Ships must develop
and maintain a system for the distribution of Delivery/Task
Orders. In addition ho a signed copy being furwarded to the
Contractor, and a copy maintained in the official contract
file, other distribution should be made in accordance with
NAVSUP Publications 4S5 and 567 and relevant ~CQM
instructions.

7. Hod~f~ca~~on of Del
,, ~. iverv/Task O~der~ . The procedures fur

all modifications are found in Chapter 9 of this enclosure.

8. s~ect~un and Acee~tanc~ . The procedures for
and acceptance are the same as any other shi~board

. procurement .
Chapter 9 of

Inspection and
this enclosure.

= –-—–-
acceptance procedures

inspections

in
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9. ~. If specific payment procedures are
stipulated in the contract bulletin, they shall be followed.
Otherwise, the ordering officer shall stipulate the payment
terms in the same fashion as required using simplified
acquisition procedures (see Chapter 9) .

4-4
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PORT

ALL PORTS

DELIVERY PERIOD:

20 my 1995 THROUGH 19 mY 1996

~CY FOR PA~:

IN U.S. ~LLARS, U.S. TREAS~Y CHECK, OR ~AIT DINAR, IF PA~NT
IS IX U.S. DOLLARS OR TW~Y ~CK, THE RATE OF EXCHANGE TO BE
USED WILL BE THE OFFICIAL ~TE OF EX~GE AT THE B= OF ~AIT ON
THE DAY WHICH PA~ IS TO BE -E.

PA~ENT ME BY:

THE DISB~SING OFFICER OF _ O~ERING VESSEL, ORBY THE DISR~ING
OFFICER DESIGNATEDTOW FAYMENT FUR THE U~ERING VESSEL. IN THE
EVENT PA~NT CANNOT BE MADE PRIOR TO LEAVING PORT OR INVOICES ARE
NOT RECEIVED PRIOR TO LEAVIHG PORT, PA~ WI~~E BY DZSB~ZEG
OFFICER, ASU BAHRAIN. FORW~ RECEIPT OF SERVICES CERTIFIED DD
2255 To DIsBmsIRG UFFICER, ~MXNIST~TZ~ S~PPORT wIT SWA, PSC
451, Box 109, FPO m 09a34.

SPECI~ CONDITIONS:

CO~WCT B~LEZIN -- S=LE O~Y=========================S======
4-5 Enclosure (3)



CO-CT B~LETIN -- SMPLE Omy================================.

A. ORDERING PROCED~ES

1. Commanding Officers and Supply Officers of U.S. Na~ and MSC
Ships are authorized to issue orders hereunder. A DD Form 1155
shall be used for this pu~ose and shall specify the appropriation
chargeable.

2. The Contractorshall, to the maximum extent practicable,advise
ordering officers and recommendationsas appropriateto insure that
the ship’s re~irements are satisfiedon the most economicalbasis.

3. Ordering Officers are authorized to place oral orders directly
to the Contractor or via ~MINSUP B~~IN by a copy of the ship’s
Logistics Re~irements (LmmQ) message. Such orders shall
constitute valid ,obligations of the ship. The ship will be
responsible to pay the direct costs, reasonable.incurred by the
Contractor in response to
(e.g., rental of vehicles)
due to delayed port arrival,
or other such causes.

B. ~~OD OF OPE~TION

such orders, for services performed
but not actually accepted by the ship
cancellationof the ship’sport visit,

1. Upon notification of a forthcoming visit by a U.S. fleet
vessel, the Contractorshall make such preliminary arrangementsas
necessary with port authorities,other NRCC Naples Bahrain Support
Detachment Contractors and other commercial firms as rewired to
provide services re~ested by the ship. Advance notificationwill
normally be provided by ~MINSUPU B~IN.

2. The Contractor shall board ship within 4 hours of arrival, to
discuss the ship’s re~irements. If there are more than 3 ships,
the contractor will visit each one within 24 hours. During the
init-ialvisit, the Contractorwill make availabletranslatedcopies
of applicable port tariffs (e.g., tugs, pilots, linehandlers)
current market prices for often ordered senices such as dry
cleaning/laundry service, drayage, vehicle rentals, and have
available any other information provided by NRCC Naples Bahrain
Support Detachment for distribution to ships.

3. Based upon the ship’s orders, the Contractor shall arrange for
the timely filling of all ship re~irements. The Contractor shall
follow the progress of the ship’s orders to assure timely and
satisfactog performance;he shall visit the ship as necessary,and
at least once per day; and shall be available on call at all times
to assist the ship with any problems encountered;

4. For all items which are not identified as fixed-pricebelow, it
is the Supply Officer’sresponsibilityto ensure prices, terms, and
conditions are fair and reasonableprior to accepting them. ?rior
to accepting and making payment for suDplies and services, the
Supply Officer or designated re?resentat~ve shall ensure that are
as ordered.

S@LE ONLY===========

Enclosure (3) 4-6



CO=CT B~LBTIN -- S~L~ Omy===============s========~—

e c. -OICES - PA~S

Prior to the departure of the ship, the contractor sha~~
subtiitto khe ordering officer a summary invoice in ~adruplicate
supported by a paid or proforma bill from the actual supplier for
each semice rendered. Each supplier bill shall speeify the nane
of the ship, senice, ~antity, unit price, and net extended
price paid by the Contractor . The contractor’s summary invoice
shall contain the fulluwing infu-tiun: Cuntractur number. name
of the ship, DD 1155 number, identification of the service.
~antities, unit price and extended total prices. Invoices shall
be ‘in the name of the Contractor and no~ any agent or
subcuntraetox. were the prices are governed by s~andard Port
~thority tariffs these prices shall be used and so indicated
the summa~ invoice.

Fur servi&es ordered and accepted the Contractor shall
reitiursed the net price paid or the be paid, tu the a~tua~
supplier of the semices as evidenced by a “paid to” or proforma
invuice of Eke ac=ual supplier. Where the sailing tine of the
vessel make+ the obtaining of such supporting supplier’s invoices
impossible {e.g. telephone bills), the Contractor shall be
reitiursed based on his best estimate uf the actual bill. Such an
estimate will be based on evidence of wantities aece~ted by the
vessel. Both this estimated bill
subse~ently obtained, shall be
Officer for record purposes.

on

be-

and the actual suppl-ier’shill,
submitted to the Coneractiqg

.
Due to non-availability of actual suppliers bills. as

discussed above, it may be necessary from time to time to make
adjustments for disparities between reimbursements ~aid to the
Contractor and actual costs subse~ently paid by the Contractor,
Such adjustments will be Transacted with the ship concerned by
submission of a supplemental invoice of reimbursementtoc the ship
by check, in dollars, payable to the Treasurer of the United
States. Such a supplemental invoice(s) will be in the form of a
new bill for the difference involved supported by a copy of the
actual hill paid by the Contraceur and a copy of the oziginal bill
paid by the ship.

SERVICES ~ PRICES =L FEES IN U.S. DULnRS

0001. ~SBWING FEES

4-7- Enclosure (3)



CONTMCT BWETIN -- S~LE O~Y-—-—--------—=-—-----------------

0002.

0003.

0004.

0005.

0006.

000 7.

TRASH =OVAL

SHIP CLASS
I
11
111
Iv

SHIP CLASS
I
11
111
Iv

~IT PIERSIDE ANCHORAGE
COL 631.80 N/A
COL 631.80 1,771.20
COL 631.80 1,771.20
COL N/A 1,771.20

UNIT PIERSIDE
DAY 929.00

AN~ORAGE
N/A

DAY
-,--

929.00 2,646.00
DAY 929.00 3,402.00
DAY N/A 4,806.00

WASTE OIL AND AWREGATE WATER RmOVm (c~IC mTERs)

9UANTITY UNIT
pIERSIDE (MIN 1,800 GL) GL
ANCHO~GE (MIN 300 GL) GL

UNIT PRICE
.11

4.86

CMICAL HOLDING T= (CHT)/SEWAGER~OVAL

LOCATION
PIERSIDE
ANCHORAGE

FRESH POT=LE WATER

&OCATION
PIERSIDE

UNIT
GL
GL

UNIT PRICE
.10
N/A

UNIT
m

mCHORAGE (MIN 100 MT) MT

PILOTS, TUGS, LI~HANDLERS AND BERTHING:

IAW Port Tariff.

CARGO LIGHTERAGE:

UNIT PRICE
5.50
16.00

9UANTITY

UP TO 60 TON
60-150 TON
OVER 150 TON

Enclosure (3)

~IT ~IT PRICE

HR
HR
HR

918.00
1,674.00
2,106.00

SWLE OMY=========S=
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IDTC/IDTPO DEL~RY O~ER LOG

CONTRACT NO.

EsTm. CODE:
~GE CODE:
TIN:
SIZE:

4-9 Enclosure (3)



IDTC/IDTPO D.O. LOG (continued)

D.O. -ER = SHIP’S UIC - Plus 4-digit serial ntier
Do. AWARD REQUISITION CONT~CT LINE TOT- 9

NO. DATE ~ER(S) ITEM NO(S). P~CE ~CE

e

@
L

Enclosure (3) 4-1o



fT5M No.

Eusban&5s2gService, Firsz Day, Class

Fresh Potable Rater,a2 Anchorage

20. ouANTnY
~t
ACCEPT50.

.

$17,064.00
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This Page Intentionally Left Blank.
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BLOCK DD Few 1255 -- DELX~RY/TASK U~~
Xu . BLUCK YX~ZS ~ EATA -RX ~U~YZUX

1 CONTRACT/P~C~SE ORDER NO. --
Enter the Cuntract Number listed on the bulletin. For example:
NOO023-96-D-1234.

2 DELIVERY/TASK ORDER NO. --
Enter the ship’s order number starting with the ship’s UIC,
follawed by a dash, finished with a four digit serial number.
For example: 00123-0001. Delivery/Task Order numbers should
be assigned in se~ential order and continue until the
cuntract expires. If Ehe DDI155 is confirming more than one
oral order, enter “See Schedule” and enter the Delivery/Task
Order numbers in the schedule.

3 DATE OF ORDER --
Enter ehe two position numeric ‘year,three posi~ion alpha
month, and two position numeric day. For example:
95 Ott 01

4 REQUZSZTION/P~~ REQ~ST NO. --
Enter the re~isition ntier Ehat appears on Ehe NAVS~ 1250-
2, etc. If more than’one re~isition applies to the order,
enter “See S&edule” and list each re~isition with the item’s
description.

5 PRIORITY --
Leave Blank.

6 ISS~ BY --
Enter the name and mailing address of the skip. Z= the cude
block, enter the ship’s DuDW code (e.g.,R00123). Directly
below the address enter: Buyer/Phone: followed by the buyer’s
name and phone number.

7 ADMINISTERED BY --
EnEer only the first six alpha numeric characters from the
contract number in the code block if the contracting office
has retained administration,or the code indicated on Lhe
contract bulletin. Otherwise, leave Che block blank.

8 DELIVERY FOB --
Check the applicable block.

9 CONTWCTOR --
EnEer Ehe full business name and address of the cuncractur.

10 DELIVERTO FOB POINTBY {Date) --
Zf a single date of delivery appl~es 50 the entire order,
enter date in this block in the same format as used in block
3. If more than one date applies, enter “See Schedule” and
lis~ delivery dates to in the schedule.

4-23
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BLOCK
NO.

11

12

13

14

15

16

17

18

DD FOM 1155 -- DELIWRY/TASK ORDER
BLOCK TITLES ~ DATA ENTRY INFO~TION

MARK IF BUSINESS --
Enter business size, if applicable.

DISCOUNT TERMS --
If applicable, enter the discount for prompt payment listed in
by the contract bulletin.

~IL INVOICESTO --
Enter the reference to the block number containing the address
to which invoices should be mailed or delivered. When not in
Blocks 6, 7, 14, or 15, insert “See Schedule” and enter the
invoicing address in the schedule. Leave blank, if the ship’s
Disbursing Officer will pay upon presentation of invoice by
the contractor.

SHIP TO --
Enter the name of the ship and the delivery address. The
address should identify the location where the ship is or will
be ported in terms of a street address, pier number, etc.;
unless sent via U.S. mail, then enter mailing address.

PAYMENT WILL BE WE BY --
Enter the name and address of the activity making payment.
Enter in the Code block, the DoDAAD code of the paying office.
If the ship’s disbursing officer will make payment, enter the
name of the ship, ATTN: Disbursing Officer; and the ship’s
address.

TYPE OF ORDER --
Check the Delivery/Task Order box.

ACCOUNTING AND APPROPRIATION DATA/LO~ USE --
Enter the accounting classificationand the accounting
classificationreference number’(ACRN)as explained in NAVSUP
P-485. If there is more than one line of accounting, enter
“See Schedule” and enter line of accounting for each item or
ACRN in the schedule.

ITEM NO. --
Enter the contract line item number (CLIN) that the bulletin
assigned to each item being ordered. For example, you may
only be ordering one item and its item nutier on the bulletin
is 0113; then you will enter “0113” on the Delivery/Task
Order. If the multiple items are ordered and the listing will
not fit on the DD Form 1155, the items may be continued on an
Optional Form 336 (OF336),Continuation Sheet, or plain paper.

4-14
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BLUCK DD Fuw 2155 -- DELzmRY/zAsK GmER

Mu. 3LUCK TZTLES m DATA ~Y wumgzu~

19 s&HEBmE UF suPPLxEs/sERvxcEs--
The schedule should contain the following information, if
applicable, in the order listed:

(1] If the DDZ255 is confirming one or more oral order,
enter “CONFINING ORDER -- DO NOT DUPLICATE” before any item’s
description is listed.

{2) Item Identification (i.e.,purchase description].
(3) Quantity Variance allowed if any.
(4) inspection/Acceptancepoint where the inspection and

acceptance will take place (e.g., “Znspectiunand
Acceptance shall take place at the destination”} . ‘

{5) Preservation and Packaging requirements.
{6) Packing requirements such as presenatiun material,

cKate or skid size, etc.
(7) Delivery Date(s) if not entered in block 10.
(8) WK FOR with the name of the ship, its UIC, etc. It

may also include marking with re~ isicion numbers.

20 QUANTITY OWERED/ACCEPTED --
Enter the total Wantity ordered for the line item.

21 ~IT --
Enter the unit of measure applicable td the line iaem. If
unit a vague (e.g., box), define the unit in the items
description.

22 UNIT PRICE --
Enter the unit price applicable to the line item.

23 moum --
En=er the extended dullar amuun= {quanEiEyx unit price) fur
each line item.

24 CONTRACTING/QRDERINGOFFICER --
Enter the contracting officer’s signature. No one may sign
the order “For” or “By Direction.” Only an appointed
cuntracting[orderingofficer acting withi= his[her delegated
authority may sign the DD Form 2155.

25 TOT= ~O~T --
Enter the total dollar amount for all line items on ehe order.

26 These blocks are used in the receiving and paying
THRU functions. Copies of the DD Form 1x55 should be forwarded

42 zo/be available for the receivers and paying office fur their
use, as appli~ah~e.
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C~PTER 5

PUR~SE ORDERS

1. -- This chapter provides guidance On the issuance of
purchase orders for supplies and services by shipboard
contracting officers.

2. ~. A quotation is not an offer and cannot be
accepted by the ship’s contracting officer to f~rm a binding
contract. When the contracting officer issues an order for
supplies or services in response to a supplier’s ~otation,

.the issuance of the order itself does not establish a
contract. The order is merely an offer by the contracting
officer to buy certain supplies or services from the supplier
under speci%ied terms and conditions. If the contractor
accepts the offer, a binding contracc is farmed. The purpuse
of this chapter is to prescribe the simplified ac~isition
procedures the contracting officer must follow when issuing
written o~fers; which are called purchase orders.

3. ~. A purchase order lug shall be
maintained in the supply department. Data for each order
shall be entered on &his lug as the order is issued.

a

See
example at the end of this chapter.

—
4. Each purchase order shall be assigned a uni~e
procurement iden~ification numbex {PXIH); and these PIIMs
should be assigned in se~ential order. The PIIN for a
purchase order is a 13 digit alpha-numeric number that
contains dashes between each of its four data fields. The
PXXN is constructed as follows:

a. The first through
identifies the purchasing
numeric data field starts
Marine Co”rps) followed by

the sixth symbol in the PIIN
activity~ship. This 6 digit alpha-
‘with an “N” for Navy (or “M” for
the ship’s Unit Identification Code

(UIC);

b. The seventh
the last two digits
issued;

and eighth positions in the PIIN shall be
of the fiscal year in which the order is

c. The ninth position indicates the type of procurement
instrument being issued and shall be the letter “M” which
stands for manual purchase order; and

d. The tenth through the thirteenth positions in the PIIN
shall be a four digit serial number se~efitially ~ -assigned by

Enclosure (3}

5-1



NAVSUPINST 4200.85C

e
the buyer starting with 0001 and proceeding through 9999.
Each fiscal year’s PIINs shall start with 0001 on the date the
first purchase order is issued in that year. The following
example illustrates a complete PIIN as it should appear on the
purchase order:

NOO023 - 96 -
(NOO023-96-M~OOOi)

0001

5. ~. A purchase order is issued as a
unilateral or bilateral order. To determine which type of
purchase order should be issued, the following guidance is
provided.

a. A unilateral purchase
order is an offer by the Contracting Officer to buy supplies
or services. Acceptance of the unilateral offer by the
contractor is by performance. This may be by proceeding to
perform the work required to furnish the supplies or services;
by delivering the supplies by the required delivery date; or
performing the services within the period of performance. The
contractor may decide not to accept the offer by simply not
performing. Although the contractor is not obligated to
perform, most do accept these unilateral offers and perform in
a timely manner. Since this type Qf purchase order involves
less paperwork and time consumption for both the contracting
officer and the contractor, it is preferred in most cases and
is the most commonly used type of purchase order.

b. Rilateral Purebase Order. A bilateral purchase order
is an offer by the contracting officer which the contractor
accepts by signature. In a bilateral purchase order, the
contracting officer signs the DD Form.1155 and forwards it to
the contractor for signature. The contractor is requested to
indicate acceptance of the offer by signing the acceptance
portion of block 16 on the face of the DD Form 1155. If the
contractor chooses to accept the offer, he/she will sign the
DD1155 and return it to the contracting officer before any
performance takes place. The contractor’s signature creates a
contract which is binding on both parties. The contractor is
now legally bound to perform in accordance with the terms and
conditions of the contract. Bilateral purchase orders are not
normally required; however purchase orders must be bilateral
in the following cases:

(1) A government furnished property clause is included
in the order.

5-2
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(2) The purchase order is for supplies or services
which are classified ur require the contractor~s
personnel or facility to have a security
clearance. In this case, a DD Form 254, Security
Requirements. must be attached tu the DD1155. .

The order is for mortuary services.

The contracting officer decides that a bilateral
order is in the best interest of the government
due to the critical nature of the rewired
supplies or services.

A purchase order shall be issued on a DD Form 1355
(DD2::5), Order for Supplies or Services (unless the
contracting officer is issuing an unsigned electronic purchase
order as prescribed in paragraph 9 below) . The block-by-block
instructions fur the c~mpletion of the DD1155 are pro~ided in
the table at the end of this chapter. The DD1255 may be used
:Or the fu~~owing purposes:

(1) As a purchase order; when Ehe order is issued

o

within the contracting officer’s delegated simplified
acquisition authority.

{2> As a deliveryltask order; when the order is issued
under the terms and conditions of a pre-established contract
by appointed ordering ufficers.

(3) As a receiving, inspection and acceptance report;
when used by members of the ship’s company responsible for
these dut~es*

(4) As a payment or public voucher record; when the
ship’s disbursing officer pays the supplier’s invoice(sl .

c. If all Of the information required in the purchase
order will not fit on the DDI155, the Optional Form 336
[QF336), Continuation Sheet, or plain paper may be used EO
continue/finish the order or modification.

7. ause A~~licatia. The F~ and DF~S prescribe the use
uf clauses in DOD simplified acquisitions. Certain clauses
must be incorporated intu purchase orders whea required by the
regulations. A clause sets forth speci~ic terms and
conditions that both the Government and the contractor are
required to honor. The most commonly used clauses are listed

5-3
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with notes on their use in the sample clause sheets at the end
of this chapter. The following explanation is provided for
seveal clauses which are not discussed elsewhere in this
chapter.

a. Fm 52.212-9, Variatjon in Ouantitv. This clause must
be incorporated in any solicitation and order that requires a
variation in quantity (due to allowances in the manufacturing
process or the conditions of loading, shipping, or packing) .
The variation is negotiable, but may not exceed 10% increase
or 10% decrease of the ordered quantity.

b. F= 52.212-10, De1iverv of Rxcess Ouantl~,, . This
clause may be incorporated by reference and should be used in
all purchase orders for supplies. This clause states that the
contractor is to deliver the ordered quantity for each item
within allowable variations, if any. If the “Variation in
Quantity” clause is not included in the order, then no
variations are allowed. If the contractor delivers excess
quantities (after considering any allowable variance), the
clause states the Government may retain the excess quantities
up’to $250 in value without paying the contractor. Quantities
in excess of $250 will, at the option of the government,
either be returned at the Contractor’s expense or retained and
paid for by the Government at the contract price. If the
quantities in excess of $250 are retained, additional funds
will be obligated to cover the payment and a modification
covering only those quantities over the $250 threshold will be
prepared and signed by the contracting officer citing the
clause as the authority for the modification in order to
support the payment for the excess quantities.

Go e rn ent-Fu nished Pro~ertv Clauses. “Government -
furn~shed ~rop~rty” i: any equipment, material, supply, etc. ,
owned by the Government which is furnished to a contractor to
be repaired, consumed, modified, studied, etc. by the
contractor’s personnel. When ship’s property (usually a piece
of equipment) is to be removed from the ship by a contractor
or delivered to the contractor’s facility by the Government,
the buyer must determine if a Government-furnished property
(GFP) clause is required. A GFP clause must be included in
the purchase order if the acquisition cost (i.e., the dollar
amount which the Govern-ment paid for the property being
furnished) exceeds $100,000. Although F~ 45.106(e) no longer
requires a GFP clause when the cost of the item to be r’epaired
does not exceed $100,000, the GFP clause may be used if the
contracting officer considers it advisable. If applicable,
the buyer must include one of the following GFP clauses in the

Enclosure (3)
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FAR 52.245-2 1

FAR 52.24%2
ALWRNA= I I Mandatu~

GovernmentPrope@

FAR 52.245-?
Fru@RyRemrds I Mandatu~

c. ,Ut-eral claw . Most clauses are inco~orated by
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,
t

a. Condltlons
!,

for use

(1) The requirement is a valid emergency (UMMIPS
priority designators 01-06 or other similar situations
requiring immediate delivery) ;

(2) The order is for standard commercial supplies and
services which are readily available;

(3) The order does not include terms and conditions
which require the supplier’s written acceptance (see bilateral
orders) ;

(4) The SUpply Officer, or his/her designated
representative, approves the use of this method”
oral order being placed with the supplier;

prior to the

(5) This t~e of order is acceptable to
and

(6) The ship retains all administration

b. Procedure=

the supplier;

functions.

(1) Once the buyer has selected the contractor for
award, the buyer’s worksheet should be annotated that an oral
order is required with that contractor. The buyer will then.
obtain the contracting officer’s approving signature to place
such an order.

(2) After obtaining the approval signature on the
worksheet, the buyer should call the contractor and place the
order by orally providing the same information that would be
included on the DD1155 to the contractor’s representative.
The buyer should provide at least the following information to
the contractor when placing the oral order:

(a)

(b)

(c)

(d)

(e)

Purchase order number;

A complete description of the item(s) or
service(s) being procured, quantity and price;

Required delivery date or period of
performance;

The location where the items are to be
delivered or the services are to be performed;

Transportation terms, if applicable;

Enclosure (3)
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(g) Pr~mpt payment discounc terms,

(h) Names of buyer and authorizing
officer; and

{i) That the oral order is ~ubiect

if applicable;

contracting

to all terms
and conditions of the subsequent written
confirming order.

(3) All oral purchase orders must be confirmed in
writing by preparing a unilateral DD1155. Block 19, Schedule
of Supplies or Services, should contain the following
statement : “CONFI~ING ORDER - DO NOT DUPLICATE”. Distribution
of the confirming order must be made within 10 days of the
oral order-

9. mianed Electronic Purchase Orders . An unsigned
electronic purchase order (EPO) is a unilateral offer for
supplies or services which is electronically transmitted via
an official naval message to the supplier, and therefore, does
not have the signature of the contracting officer on its face.

o
a. Gond itinns for use An unsigned-electronic purchase

order may be issued by the-ship’s contracting officer when all
of the following conditions are present:

<1) Its use is more advantageous to the Government
than any other simplified acquisition method;

(2) The order does not include terms and conditions
‘which require the supplier’s written acceptance {see bilateral
orders) ;

(3) The contracting officer approves the use of this
method prior to the message being sent;

(4) The supplier has the capability of receiving such
communications and this type of order is acceptable to the
supplier; and

(5] The ship retains all administration functions.

b. Procedures

[2) The buyer shall select the apparent awardee and,
annotate the buyer’s worksheet that an EPO is acceptable to
the contrac~or and is necessary to expedite the order. The

5-7
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buyer will then obtain the
signature to place such an

contracting officer’s
order.

approval

(2) After obtaining the approval signature on the
worksheet, the buyer shall follow shipboard procedures for the
preparation of a message to be sent ship to ~hore. The
message text shall include any information that is pertinent
for the contractor’s understanding of the order. Information
such as accounting data, business size, etc is not necessarY.
A DD Form 1155 shall not be prepared to confirm the order. A
copy of the transmittal shall be in the purchase file as
evidence that the award took place.

(3) The content of each EPO, over and above reaulatorv
requirements, is determined by the individual ac~isition.

—.

The following example of an EPO is for
only:

To:

SAMPLE TRANSMITTED ELECTRONIC

Bell & Bright Co, Tokyo Division
7100 Hirohito Way
Tokyo, Japan
Ur Oral GS-6886/Landeck. This is
following on terms specified.

illustrative purposes

PURCHASE ORDER

firm order

Date:

Re:
the
Purchase Order No: NO0367-96-M-4532
Terms: Net 30 days
Reqn No: RO036752640280 (USS CHICAGO CG-11)
Deliver FOB Destination by: 95 Nov 15
Ship to: USS CHI~GO CG-11

Attn: Supply Department
Pier 12 Yokosuka Naval Shipyard
Yokosuka, Japan

95

to furnish

Nov 01

CHICAGOUss

Mark for: USS CHICAGO CG-11
Invoice upon delivery to: Disbursing Officer,
11
Payment by: Disbursing Officer, USS CHICAGO CG-11
Schedule of supplies:
Item No. 1 of 1 - motor 091463 - unit price - $143.31
Total amt: $143.31
Mark all pkgs and papers with the purchase order number.

CG-

10. Un~riced Purchase Orders

a. Go nditions for Use. An unpriced purchase order (UPO)
is a purchase order for supplies or services, the price ofI
which is not established at the time the order is issued.
Unpriced purchases orders may be unilateral or bilateral

Enclosure (3)
5-8



NAVSUFINST 4200.85C

depending on the items or services being ordered. They may
also be issued as confirming urde~s or as unsigned electronic
purchase orders. However, the contracting officer may issue
an unpriced order only when the following conditions exist:

(1) The purchase arder shall nut exceed $50,000 or the
contracting officer’s delegated authority, whichever is less;

(2) It is impractical or impossible to obtain pricing
in advance of issuing the purchase order; ~

purchase is fur:

Repair services rewiring disassembly of the
equipment to determine Ehe nature and extent
of the repair(s);

Material (i.e., supplies) which is available
from only once source and for which the cost
cannot be readily established; ~

Su”ppliesor services when prices are known to
be competi~ive but exact prices are not known.

b. ~scabljs~ the Monetary T,+mita~io~ An unpriced
purchase order is issued with a dollar amoun~ which the
contractor is not to exceed. Since some contractors can
easily take advantage of this type of pricing arrangement; the
contracting officer shall exercise care and judgment in the
selection of contractors who will receive these orders. In
addition, a realistic monetary limitation, either on each line
item or for the total order, shall be placed on the unpriced
order. In order to determine a realistic monetary limitation,
the buyer should ascertain as much information as possible
from the re~isitioner and the contractor abou~ what costs may
be involved in the final price. The following illustration
contains factors that would be considered in an unpriced order
for repair.

5-9
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CTORS USED TO EST~LISH NOT-TO-EXCEED ~0~ FOR REPAXRs

PRICE-RELATED FACTORS EXPRESSED IN ~IT & EXTE~ED
ESTImTED -ERS OF -- ** ~IT PRICE ESTIWTE

Labor Hours $ /HR $

Call-Out/Trip Charges $—lTRIP $

Travel Miles $ /MILE $

Travel Hours $ /HR $

Days with Meals included $ /DAY $

Lodging Days $ /DAY $

Car Rental Days $ /DAY $

Airline Tickets $ /TICKET $

?ossible/Probable Parts Rewired and the $—/LOT $
>asis for the prices charged.

)ther Factors considered:

THE NTE PRICE IS REALISTIC BASED ON NOT TO EXCEED
TOTAL ESTI~TED COSTS 1 JOB $

** These factors do not need to be itemized on the order, but
should be kept as part of the solicitation record for use in
evaluating the final invoice price. The contractor must agree
to itemize each type of charge, as indicated above, on his/her
service ticket/report and on the invoice.

5-10
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Supplies or Services, shall be
block instructions provided at
sample of a completed unpriced

NAVSUPINST 4200.85C

DD Form 2155, Order for
prepared using the black-by-
the end of this chapzer. A
purchase urder is also ac the

end OZ this chapter. Th~ information which should be on the
face of the form when issuing a UPO is listed below.

(1) Block 13 Shall be ann~tated to require &he
contractor to send the invoice to the Co~txacting Uffiee~;

(2) Block Iv should include the ~ord~ ~~NOt to Exceed,,
above the line of accounting data;

{3) The words “Not to Exceed” shall be entexed in the
schedule just above the total in block 25; and

(4) The words “Nut tu Exceed” Or the a~~reviat~om

\’~TE” should be entered above the line item amount in block
23, when only one or more of the line items is on a NTE basis.

d. ~er c~~se. In addition to the special
markings on the face of the DDI155 and in addition to any
other rewired c2ausesF every UFO shall contain F= clause
52.213-3, “Notice To Supplier.” This clause notifies the

e

contractor that a firm order exists only if the price dues nut
exceed the maximum line item or total price in the schedule.
It advises the contractor that if performance c~nnut be dune
in accordance wish the order, performance shall be withheld,
notification given to the contracting officer? and a quotation
submitted. The contractor, therefore, may not exceed the

amount(s) shown on the DDI155 withaut first notifying and
obtaining approval from the contracting officer.

e. Increas T~~ the Monwy r~lm~tatio~. .
. If the contractor

advises the contracting officer that additional Eunds are
rewired in order to complete the delivery or performance on a
UPU, the contracting officer MUSZ decide what action Ea Eake.
The contracting officer should obtain as much additional
information from the contractor as possible, in order to make
a ProPe~ eva}~ation.oz the situation and addi~iuna~ co=~=.
The contract~ng off~cer should also confer with the
re~isitioner about the situation. After all the factors are
weighed, the contracting officer may decide to allow the
contractor to continue to perform or may decide to have the
contractor cease performance. The contracting officer’s
determination will result in one of the following actions:

{1) The UFO may be modified to allow the increase in
price; if the new price is considered fair and reasonable

5-11



NAVSUPINST 4200.85C

under the circumstances and the requisitioner provides
additional funds, if necessary. If at all possible, the
modification should change the not to exceed amount to the
fixed-price which will be paid to the contractor upon
completion of performance. The contracting officer should
include a statement in the UPO file that includes all the
information to support the decision to modify the order.

(2) If the contracting officer decides that the
explanation and the new quoted price by the contractor are not
reasonable, (or the funds are not available, or the costs out
weigh the benefits to the Government, etc.) the contracting
officer must terminate the contractor’s performance. In this
case, the contracting officer must tell the contractor to

. cease performing and to send his/her invoice for the
performance up to that time. No modification should be
required if the contractor has performed in accordance with
the UPO terms; and the invoice that is received should not
exceed the amount shown in block 25 on the DD1155. If the
amount does exceed the monetary limitation, it should be
returned to the contractor with an explanation that it is an
improper invoice since it exceeds the authorized amount.

f. Certlflcation of Upo
.,

Invoices. The contracting
officer or his/her designated representative shall review each
invoice resulting from an unpriced purchase order and certify
that the price is reasonable before processing the invoice for
payment. If the contractor completes performance without
exceeding the monetary limitation, the invoice may be paid if
the itemized charges are reasonable/accurate. If the
contractor invoices less than the amount shown in block 25,
the UPO need not be modified to reflect the final price.

9. Distrwon of UPQ . Distribution of UPOS is the same
as any other purchase order. After the invoice is certified
for payment, the signed original of the purchase order shall
be attached to the invoice and forwarded to the Disbursing
Officer for payment or to the payment office indicated on the
DD1155 .

h. FolloW-UD /Record of Status . The contracting officer
is required to follow-up each unpriced order to ensure timely
pricing. A suitable local record of outstanding unpriced
purchase orders shall be maintained. The record shall show
the order number and date, contractor, the estimated NTE
amount, and date follow-up was performed, as appropriate. A
file containing copies of unpriced purchase orders is the
suggested method of maintaining this record.

5-12
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r~ced OYder Re jew. All ships issuing unpriced
ders shall per~urm appropriate reviews of the

unpriced purchase order procedures used. The purpose of the
UPO review pr~cess is Lo ensure cu~tractor’s who receive such
orders are charging fair and reasonable prices; that the buyer
is properly documenting the basis for establishing the
monetary limitation on the UPO; and to ensure that prompt
billing is received and invoice certification is adequate is
adequate. If necessary, the ship’s procedures for the use of
UPOS should be changed or improved based on the review
process. The following reviews must take place:

(3) ~ealtitic mnneea~ 11
.,
Itatlons. The documentation

of basis used for determining a realistic monetary limitation
shall he reviewed at the time each UPU is issued. Corrective
action shall be taken prior to award, if the ducumentatiun is
Sound inadequate. Cunsulti~g with technical personnel on the
estimated time and material required to accomplish the job may
be necessary to improve the basis for the determination.

(2) v “ oal~dztv of billing Qricee. The validity of
billing prices shall be reviewed semi-annually to provide
reasonable assurance that billed prices represent the fair
value of the items/services purchased. Each contractor’s
billing record shall be reviewed to see if-the number of
hours, the materials required, etc. were reasonable
considering the complexity of the task required by each UPO.
Billing prices shall be compared with unpriced purchase order
moneEary limitations for the e~press purpose of identifying
contractors who consistently bill at 95% or more of the
established monetary limitation. Suppliezs whose integrity
may come into question should nut be considered eligible for
unpriced purchase orders until such doubts are resolved.

(3) Fair and Reasonable Pr~ce Dererminatlons
. .

At
least twice a year,

.
the adequacy of the written fair and

reasonable price determinations for UPUS which exceed $2,500
at the time of final billing must be reviewed. In addition,
the files should be reviewed to ensure a copy of the properly
certifies invoice is in every UPO file. Corrective actiun
should be taken as necessary.

(4) Quts~_ Q UPOS . During any of the above
reviews, the supply officer should take action to have the
contractor send an invoice for any completed D-POfor which no
invoice has been received and the completion date was 30 or
more days ago. The follow-up conversation should be
documented in the UPO file.
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11. fistrfiution Of . Ships must develop and
maintain a system for the distribution of purchase orders. In
addition to a signed copy being forwarded to the Contractor,
and a copy maintained in the official contract file, other
distribution should be made in accordance with NAVSUP
Publication 485 and relevant TYCOM instructions.

12. ~~on of Pur~e Or- . Procedures for all
modifications are found in Chapter 9 of this enclosure.

13. ~ect lon and Acc~ . The procedures for inspections
and acceptance are the same as any other shi~board
procurement . Inspection and acceptance proc~dures are in
Chapter 9 of this enclosure.

14. ~. Pament
purchase orders are discussed in

procedures to be used in
Chapter 9 of this enclosure.

5-14
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BLOCK DD Fuw 2355 -- P~C~E U~ER
No. BLOCK TZ~ES ~ DATA -Y I~U~TIOS

1 CONT-CT/P~C~SE ORDER NO. --
Enter the PUrChaSe Order Number assigned XAW instructions in
paragraph 4. For example: NOO023-96-M-1234.

2 DELrvERY ORDER Nu. --
Leave Blank.

3 DATE OF ORDER --
Enter the.two position numeric year, three position alpha
month, and two position numeric day. For example:
95 Ott 01

4 =QUISZTZUN/P~CE REQ~ST MU. --
Enter the re~isitiun number that appears on Ehe NAVSUP 1250-
2, etc. If more than one re~isition applies EO the order,
enter “See Schedule” and list each re~isition with the item’s
descziptiun.

5 PRIORiTY --
Leave Blank.

6 ZSSUED BY --
Enter the name and mailing address of the ship. in the code
block, enter the ship’s DoD- code (e.g.,ROO123). Direcbly
below the address enter: Buyer/Phone: followed by &he buyer’s
name and phone number.

7 ADMINISTERED BY --
Enter “See Block 6.”

8 DELiVERY FOB --
Check the applicable block.

9 CONT~CTOR --
Enter the full business name and address of the contractor.
If contractor has a separate payment remittance address, enter
that address in the schedule entered as “REMiT TO: ...“

10 DELiVER TO FOB POiNT BY (Date) --
if a single date of delivery applies to the entire order,
enter date in this block in the same format as used in block
3. Zf more than one date applies, enter ‘See Schedule” in
this block and list delivery or performance dates in the
schedule.

11 MARK iF BDSI~SS --
Enter business size, if applicable.

12 DISCO~T TERMS --
if applicable, enter the discount for prompt papent ~oted by
the contractor; otherwise, leave blank.

5-17
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BLOCK DD FOW 1155 -- PURC~SE ORDER
NO. BLOCK TITLES ~ DATA ENTRY INFORMATION

13 MAIL I~OICES TO --
Enter the reference to the block number containing the address
to which invoices should be mailed or delivered. When not in
Blocks 6, 7, 14, or 15, insert “see ScheduleJ? and enter the
invoicing address in the schedule. Leave blank, if the ship’s
Disbursing Officer will pay upon presentation of invoice by
the contractor.

14 SHIP TO --
Enter the name of the ship and the delivery address. The
address should identify the location where the ship is or will
be ported in terms of a street address, pier number, etc.;
unless sent via U.S. mail, then enter mailing address. If
order is issued “F.o.b. Origin, Freight Prepaid” terms, also
enter the applicable TAC.

15 PAYMENT WILL BE MADE BY --
Enter the name and address of the activity making payment.
Enter in the Code block, the DoDAAD code of the paying office.
If the ship’s disbursing officer will make payment, enter the
name of the ship, ATTN: Disbursing Officer; and the ship’s
location.

16 TYPE OF ORDER --
Check the Purchase Order box and enter the date and person who
gave quote. For example: Reference your “Oral Quote by B.
Smiley on 95 Nov 10.” If purchase order is bilateral, enter a
check or “X” in the box that indicates the contractor must
sign the order.

17 ACCOUNTING AND APPROPRIATION DATA/LOW USE --
Enter the accounting classification and the accounting
classification reference number (ACRN) as explained in NAVSUP.
P-485. If there is more than one line of accounting, enter
“See Schedule” and enter line of accounting for each item or
ACRN in the schedule.

18 ITEM NO. --
Enter a contract line item number (cLIN) for to each item
being ordered starting with “0001” and continuing until all
iternsare listed. For example, 0001 through 0101.
If multiple items are ordered and the listing will not fit on
the DD Form 1155, the items may be continued on an Option Form
336 (OF336), Continuation Sheet, or plain paper.

19 sCHED~E OF SUPPLIES/SERVICES --
The schedule should contain the following information, if
applicable, in the order listed:

(1) If DD1155 is confirming an oral order, enter
“CONFIRMING ORDER -- DO NOT DUPLICATE” above items.

5-18
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BLO~ Dn FUN 1155 -- pmcmE umER

NO. BLOCK TXTLES ~ DATA ENTRY ~OMTION

X9 (~) N~e~OHa~ StGCk Nfie~ (NSN].
(cent) (3) Item Identification [i.e,, purchase de~cription~.

(4} Qu~tity Variance allowed if any.
(5) Inspeceiun/Acceptancepoint where Che inspection and

acceptance will take place (e.g., ‘*Inspectionand
Acceptance shall take place at &he destination”).

(6) Preservation and Packaging re~irements.
(7) Packing re~irements such as preservation material,

crate or skid size, etc.
[8) Delivery Date(s) if no~ entered in block 10.
{9) UK FOR with the name of the ship, ics UIC, etc. Zt

may also include marking with reWisition numbers.

20 QUANTITY O~E~D/ACCEPTED --
EnZer Eke total Want ity ordered for the line item.

21 UNIT --
Enter khe unit Gf measure applicable to the 13ne item. If

unit a vague {e.g., box), define the unit in the items
description.

22 UNIT PRICE --
Enter the Wit price applicable to the line item.

23 mum --
~ter the extended dollar amount (~antity x mik price) for
each line ieem.

24 CONT~CTING/O~ERING OFFICER --
Enter the contracting =fficer’s signature. Mu one may sign
Ehe urder “Fur’:or ‘By ~irectiom.’~ OnZy an appointed
cun2~acting/urdering officer acting within hisjher delegated
authority may sign Ehe DD Form 1155.

25 TuTm MOUNT --
~ter the total dollar amount for all line items on the order.
If order is unpriced, enter \’Nut te Exceed” above this amomt.
If urder is under “F.u.b. Origin, Freight Prepaid” terms.
enter “plus TransportaEi~zJ above this amount.

26 These blocks are used in the receiving and paying

THRU functions. Copies of the DD Form 2255 should be forwarded

42
to/be available fur ehe receivers and paying ufEice fox their
use, as applicable.

.
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This Page Intentionally Left Blank.
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The following checked
Purchase Order.

FAR 52.252-2

HAVSUPINST 42G0.B5C

-M-
Page Uf _

(m) CLAUSES are hereby incorporated in Ehis

CLAUSES INCORPORATEDBY REFSRENCE

e The following clauses are hereby incorporated in this Purchase
Order, if Ehe order is for s~~~ lies or services involving Ehe
furnishing of supplies.

❑ FAR 52.212-10 DELIVERY OF EXCESS QU~TITIES (SEP 1989)
m F~ 52.246-lCQ~=CTQR INSPECTION REQUIREME~S

{APR 1994)
❑ FAR 52.246-16 RESPONSIBILITY FOR SUPPLIES (APR 1984)

Yhe foxIowinu clauses. if checked. will a~~Iv to this urde~

❑ FAR 52.212-9VARIATIUN IN QU~TITY (APR 1984)

{Item R*ers

_ % Increase, _ % Decrease)

D Fm 52.213-3 NUTICE Tu SUPFLIER {APR 1934)

D FAR 52.223-3 ~Z~DOUS MATERIAL IDENTIFICATION ~D
~TERI& SAFETY DATA {HUV 2991)

D DFARS 252=223-7QQ2 &MARDUUS W~ING WELS (DEC 1991)

a FAR 52.247-30 F.O.B. ORIGIH, CUETRACTUR’S FACILZTY
{APR 1984)
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❑ FAR 52.247-32 F.O.B. ORIGIN, FREIGHT PREPAID (JUN
1988)

Estimated Freight Amount:
From City & State:

❑ FAR 52.247-34 F.O.B. DESTINATION (NOV 1991)

The following clauses, if checked, are hereby incorporated in this
Purchase Order, and rewire the use of a bilateral order as
indicated by the contractor’s signature in Block 16 on the DD Fom
1155.

❑

❑

❑

❑

❑

❑

❑

FAR 52.245-1

FAR 52.245-2

FAR 52.245-2

FAR 52.245-4

FAR 52.249-1

FAR 52.249-4

FAR 52.249-8

PROPERTY RECORDS (APR 1984)

(Select One)
GOVEWENT pROPERTY (FIXED-PRICE CONTRACTS

(DEC 1989)
GOVEWENT PROPERTY (FIXED-PRICE CONTRACTS

~TERNATE I (APR 1984)
GOVEmENT-FURNISHED PROPERTY (SHORT FORM)

(ApR 1984)

(Select One)
TE~INATION FOR CONVENIENCE OF THE

GOVernment (FIxED PRICE) (SHORT FORM)
(APR 1984)
[Applies to order for Supplies or
Services with Supplies]
TE~INATION FOR CONVENIENCE OF THE
GOVEmENT (SERVICES) (SHORT FORM)
(APR 1984)
[Applies to Services with no supplies]

DEFAULT (FIXED-PRICE SUPPLY AND SERVICE) (APR
1984) [Applies to all]

5-24
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NOO023-96-M-5345
Page 2 of 2 S~LE O~Y

The following checked (~) Clauses are herebv included in this
Purchase

F~

This
with
text.

Order:

52.252-2 C=USES

order incorporates
the same force and

INCORPO~TED BY REFERENCE (~ 1988)

one or more clauses by reference,
effect as if they were given in full

Upon re~est, the Contracting Officer will make their
full text available.

FAR 52.203-3
FAR 52.222-3
FAR 52.225-11

FAR 52.232-8
FAR 52.232-25
FAR 52.233-1
FAR 52.233-3

GRATUITIES (APR 1984)
CONVICT NOR (APR 1984)
RESTRICTIONS ON CERTAIN FOREIGN PURC~ES
(mY 1992)
DISCOUNTS FOR PROMPT PAYMENT (APR 1989)
PROMPT PAYMENT (MAR 1994)
DZSPUTES (MAR 1994)
PROTESTS AFTER AWARD (AUG 1989)

“Unpriced” as indicated bv the words “NotisNOTE : If this order
to Exceed” or the abbreviation “NTE” in the sched~le, the
following clause is hereby incorporated in this Purchase Order: e

= FAR 52.213-3 NOTICE TO SUPPLIER (=R 1984)

This is a firm order only if your price does not exceed
the maximum line item or total price in the Schedule. Submit
invoices to the Contracting Officer. If you cannot perform in
exact accordance with this order, WITHHO~ PERFO-CE and
notify the Contracting Officer immediately, giving your
~otation. (End of clause)

S=LE O~Y
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1= -- This chaptez prescribes procedures to be used by
ships that are authorized to place calls against previously
established blanket purchase agreements [BPAS)*

2. Establ ishina the Authoritv to Use RP~

A blanket purchase agreement {BPA) is a agreement &o
havea~ “charge account” with a supplier who will furnish
specific catego~ies of supplies UK services under pre-arranged

. terms and cendiziuns. BPAs are established by shu~e
‘contracting activities which provide logistical support to
ships. Ships may not establish BPAs.

b. BPAs are ~nly appropriate for shipbuard use when the
ship will have repeti~ive re~irements that cannot be ac~ired
in a timely fashion by shore-based logistics support
personnel. Under &he appropriate conditions, use of BPAs is
enc~uraged since orders charged to BPAs are nurmally made
verbally over the phone; thereby eliminating the need for
individual written purchase Qrders.

a c. Upon written re~est of the ship’s commanding or
supply officer, a se~vicing logistics support activity may
establish BPAs for the ship, or a ship may be authorized to
use a shore activity’s previously established BPAs. The
ship’s re~est should contain the following information:

(1} Cummuditv.
on a repetitive basis.

(21 sup*.
the needed supplies or

Type of supplies or services rewired

Suggested source(s) known to provide
services. To the maximum extent

possible, mor~ than one source should be suggested so multiple
BPAs may be established at the same time.

(3) yer~od of Performance. Period of time during
which the supplies or services will be needed.

(4) BPA Caller= .
authority is re~ested to
maximum dollar limitati~m
BPA call.

Name(s) of individual(s) for whom
place calls against the BPA and the
that shall he authorized for each

(5) payina Actjvitv. Name and address of the activity
authorized to make payments on behalf of the ship.
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3. .~~ements A in General . If the ship’s
re~est is approved, the shore activity will negotiate and
award the BPA(s) and/or will authorize the ship to use
previously established BPAs. The ship and the designated
paying activity shall be provided copies of each BPA (or a
summary or an instruction containing all the terms and
conditions of the BPAs) the ship is authorized to use.
Because the issuing contracting officer has already received
each contractor’s agreement to honor certain terms and
conditions contained in the BPA, authorized BPA callers
normally place their orders orally over the phone and do not
have to negotiate the terms and conditions that were included
in the basic agreement. A sample BPA with applicable terms
and conditions is provided at the end of this chapter. BPA
callers should become familiar with all terms and conditions
prior to using this method.

4. J,ist of BPA Caller= . A list of individuals appointed to
place BPA calls must be maintained by the ship. A copy of the
list must be submitted to each shore activity that issued the
BPAs the ship is authorized to use. The ship must immediately
notify these same activities as the list is changed or
updated.

5. Purchases under RPAs

a. Requirements scre~nlnff or to DI ace ment of caZ~ . As
with any other method, prior to placing calls against the BPA,
each re~irement shall be screened for availability from the
supply system.

b. solicitation Proced~. The applicable solicitation
and evaluation procedures in Chapter 3 apply. If the
contractor who otherwise ~alifies for the award does not” have
a BPA, the contractor shall be awarded the order using some
other simplified ac~isition method. The authority to use
BPAs does not allow the ship to preclude other ~alified
sources from award.

c. Place ment of BPA cal~. BPA calls will normally be
placed by telephone. Written calls can be made on the DD Form
1155 but are discouraged.

d. Pocu mentatlon of RPA call z . Each BPA call shall be
documented on the purchase revest (re~isition) or on a
buyer’s worksheet (see worksheets at the end of Chapters 3 and
4). The documentation must include the following:

6-2
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BPA number;

Call number;

Date of rewired delivery or performance;

Description of the items ordered;

Quantities;

Unit and extended prices of each item; and total
price for the call;

Transportation terms, and. if applicable TAC and
estimated price of transportation;

Signature of person placing call.

e. ~istrfiution of Cu . The annotated purchase
re~est, and/~r worksheet shall be distributed in accordance
with NAVSUP Publication 485, relevant TYCUM instructions, and
local shipboard re~irements.

* f. Rece@~mtPrj ~ . When delivery is made or
services are performed, the contractor’s sales document,
delivery ticket, u~ invoice {is it reflects the essential
elemenEs) may be used for recording receipt and acceptance of
the supplies or services.

~. BPA calls axe normally identified by a
fourgposition numeric call number assigned by the activity
which authorized the ship to use the BPA. Rowever, if no such’
assignment is made, then the shi~’s BPA calls shall he
numbered with the ship’s call number starting with the ship’s
UZC, followed by a dash. finished with a four digit serial
number. For example: 00123-0001. The serial numbers for
each sepazate BPA’s calls beginning with 0001 and proceed
through 9999. BPA call numbers should be assigned in
sewential order and continue until the SPA itself eqires or
is-updated.

h. ~. ~a~~s
similar to the one shown
shall be established for

—

shall be recorded on a BFA log
at the end of this chapter. A ~Og
each BPA which is used.

*
6-3 ‘
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6. e iew of BPA cati The Supply Officer or his/her
designated re~resentative shali annually review the calls
placed during thereporting period stipulated by the activity
which issued the BPA. The annual review of the BPAs used
shall be conducted as follows:

a. The review will ensure that:

(1) Mandatory sources of supply are not being
circumvented (ignored);

(2) Calls are being distributed equitably among
qualified suppliers or being competed, if required;

.
(3) Calls are being placed only by authorized

personnel within their established monetary limitations;

(4) Requirements are not being split;

{5) BPA calls are adequately documented (e.g., call
record information and appropriate signatures; justification
for exception to mandatory supply sources; record of firms
solicited and responses received and/or price reasonableness
documentation for calls over $2,500; and sole source
justification)’. “

b. The annual review shall also examine the frequency of
use of the BPA being reviewed. If the review shows that no
calls, or very few calls are placed (and calls are otherwise
being equitably distributed) then consider asking the
contracting activity which issued the BPA to cancel it-

C. If circumstances warrant, the annual review of BPAs
may be limited to 50 percent of the BPAs used. In any event,
all BPAs will have been reviewed at least once in a two (2)
year period.

d. The results of each reviewed BPA shall be recorded on
a BPA Call Review Report (NAVSUP Form 1328) . A copy of the
completed form shall be placed in the BPA file. The signed
original of each completed NAVSUP Form 1328 will be forwarded
to the contracting officer who issued the BPA within 25 days
after completion of the review. See the sample NAVSUP Form
1328 at the end of this chapter.

,
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CONTI~ATION OF DD FORM 1155 for BLANKET PURC~SE AGREEMENT

4. PRICI NG . The prices to the Government for all
acquisitions made under this agreement shall be as low as, or
lower than, those charged the supplier’s most favored customer
for comparable quantities under similar terms and conditions
in addition to any discounts for prompt payment.

5. ~. No call placed under this agreement
shall exceed $100,000 or the BPA Caller’s delegated call
limitation, whichever is less.

6. ~~~OR I~~D TO P~E ER E RPA
OLT~ r,IMITATIONS . A list by position title or by name

of individuals authorized to place calls under this agreement,
identified by organizational component, and the dollar
limitation per call for each position title or individual will
be furnished separately to the supplier by the contracting
officer.

7. DRT,IW RY TICKETs, All shipments under this aareement
shall be accompanied with delivery
triplicate which shall contain the
information:

Name of supplier;
:: Blanket Purchase Agreement

Date of call;
:: Call nutier;

tickets, or sa~es slips, in
following minimum

number;

e. Itemized list of supplies or services furnished;
f. Quantity, unit price and extension of each item less

applicable discounts (unit prices and extension need
not be shown when incompatible with the use of
automated systems, provided that the invoice is
itemized to show this information) ; and

9. Date of delivery or shipment.

Upon delivery, the receiving activity will retain one copy of
the related delivery ticket and will sign the other two copies
and return them to the supplier or supplier’s agent. One of
these copies may subsequently be required to support the
invoice.

8. Xmo ICRS . A summary invoice, in quadruplicate, shall be
submitted at least monthly for all deliveries made during a
billing period, identifying the delivery tickets covered
therein, stating their total dollar value and supported by
receipt copies of the delivery tickets. Invoices will be

6-6
Enclosure (3)



a

11.

NAVSUPINST 4200.85C

submitted in accordance with vendor’s invoicing (billing)
period as agreed to by the Government.

9. ~. When appropriate, and when agreed upon by
an authorized caller and the contractor, F= clause 52.213-1
**FastPayment Procedures” (AUG 1988) applies. Individual
invoicing is authorized under Fast Pay Orders. Invoices shall
be submitted directly to the paying office indicated at the
time the call is placed.

10. ~ . When appropriate,
unpriced calls may be authorized in conjunction with blanket
purchase agreements. Blanket purchase agreements established
and provided for the placing of unpriced calls shall include
the clause at FAR 52.213-3 “Notice to Supplier” (AFR 1984) .

JNCORPOW.ON OF CI~USE~T

FAR 52.252-2 CLAUSES INCORPORATED BY REFERENCE (~ 1988)

This BPA incorporates the following clauses by reference,
with the

same force and effect as if they were given in full text.
Upon

request, the contracting officer will make their full Zext
available.

FAR 52.203-3

FAR 52.212-10

FAR 52-222-3

~~ 52.222-26

FAR 52.225-11

FAR 52.232-1

FAR 52.232-8

FAR 52.232-25

FAR 52.233-I

FAR 52.233-3
FAR 52.246-1

FAR 52.246-16

DFARS 252.225-7001

DFARS 252.225-7002

G=TUITIES {APR 1984)
DELIvERY OF EXCESS QUANTITIES (SEP 1989]
CONVICT ~OR {APR 1984)
EQUAL OPPORTUNITY (APR 1984)
RESTRZCTIORS ON CERTAZR FUREZGN
PUR~ES (MAY 1992)
PAYMENTS (APR 1984)
DISCOUNTS FOR PROMPT pAYMENT (APR 1989)
PROMPT PAYME~ (MAR 1994)
DISPUTES (DEC 2992)
PROTESTS AFTER AWARD (AUG 1989)
CONT~~OR INSPECTIUM REQUI~MENTS
(APR 1984)
RES~HSIBILITY FUR SUPPLIES (APR 1984)

CONTROL OF GOVE-ENT PERSONNEL WOM
PRODUCT (APR 1992)

BUY AMERICAW ACT AND BALANCE OF PAYMENTS
PROGRAM (DEC 2991)

QUALIFYING COUNTRY SOURCES AS

SUBCONTRACTORS (DEC 2991)
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DFARS 252-225-7009

DFARS 252.225-7010

DUTY-FREE ENTRY--QUALIFYING COUNTRY AND
PRODUCTS ~D SUPPLIES (DEC 1991)

DUTY-FREE ENTRY--ADDITIONn
(DEC 1991)

These clauses apply, as appropriate, as indicated
below:

PROVISIONS

mder “Notes”

FAR 52.210-5 NEW MATERIAL

FAR 52.222-20 WALSH-HEALEY PUBLIC
CONTRACTS ACT

F~ 52-222-35 AFFIRMATIVE ACTION
FOR SPECIAL DISAELED
AND VIETNAM ERA VETERANS

FAR 52.222-36AFFIMTIVE ACTION APR

FAR 52.222-37

F~ 52.222-40

FAR 52.222-41

FAR 52.222-42

FAR 52.222-47

FAR 52.222-48

FOR HANDIcAPPED WORKERS

EMPLOYMENT REPORTS ON

SPECIAL DIS=LED

VETERANS AND VETERAN

OF THE VIETNAM Em

SERVICE CONTRACT ACT OF

1965, AS AMENDED-
CONTRAC,TS OF’ $2,500 OR

LESS

SERVICE CONTRACT ACT

OF 1965, AS AMENDED

STATEMENT OF EQUIVALENT

~TES FOR FEDERAL HIRES

SERVICE CONT~CT ACT

MINIMUM WAGES AND FRINGE

BENEFITS

APR 1984 1

APR 1984 4

APR 1984 4

1984

J~ 1988

~Y 1989

2

4

5

MAY 1989 2,5

MAY 1989 2,5

MAY 1989 2,5,6

EXEMPTION FROM APPLIcATION MAY 1989 2,5,7
OF SERVICE CONT~CT ACT

PROVISIONS
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lcatzon of abo clauses incon~ated
.

ve in

1. Clause applies when

snpplies or for services
of supplies.

2. Clause applies when

3. Clause applies when
exceeds $2,500.

4-. Clause applies when

calls are placed for the acquisition of
that may involve the incidental furnishing

an individual call exceeds $2,500.

the cumulative total of calls here under

the cumulative total of all calls is
anticipated to exceed $1~,~~~.

5. Clause applies when a call for services is covered by the
service Contract Act of 1965, as “mended.

5. Clause applies when the call is a successor to anuther
contract, the contractor is negotiating or has negotiated a
collective bargaining agreeMent, and the wage determination has
been requested but not received.

7. Clause applies when the call is for maintenance, calibration or
repair of medical, ADP, scientific or office equipment and the
contracting officer detemines the cakl is exempt frum the Service
Contract Act of 1965, as amended.

~,AUS ES APPJ{YQwtY mRN SPRCZFZED IN

FAR 52.212-9 VARIATION IN QUANTITY (APR 1984)
( % Increase. % Decrease)

FAR 52.213-2 INVOICES (APR 1984).

FAR 52.213-3 NUTICE TQ SUPPLIER (APR 1984)

FM 52=232-28 ELECTRONIC -S T-SFER PA=NT METHUDS
(APR X9891

PAR 52.247-29 F.U.3. URIGZN {m 19B#l

FAR 52.247-32 F.U.B. URIGIH ~EIGET PREPAID (~ 1988]

FAR 52.247-34 F-O-B. DESTINATION (NOV 29~1]

FAR 52.204-3 T~PAYER IDEUTIFICATIUB {SE~ ~~32)
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FAR 52.223-3 ~ZARDOUS MATERIAL IDENTIFIQTION
AND ~TERIAL SAFETY DATA (NOV 1991)

DFARS 252.223-7001 ~ZARDOUS WARNING @ELS (DEC 1991)

FAR 52.213-1 FAST PAYMENT PROCEDURES (AUG 1988)
.

. .

6-10
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BPA LOG (continued)

~ HER = SHIP’S UIC - Plus 4-*git serial n~er

-L [WARD I REQUISITION I ITEM(S) I TOTAL
NO. DATE -ER(S) DESCRIPTION P~CE
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C~TER 7

IMP~ST F~D

1. -. This chapter provides guidance for the
establishment and managemen~ of imprest funds by DoN. afluat
units ; and procedures for purchasing supplies or services that
shall be paid for wi~h imprest funds.

2.

a. An imprest fund is a cash fund established by an
advance uf finds fram a ship’s disbursing officer EU a duly
appointed cashier. The purpose of the fund is to simplify and
expedite Ehe payment p~ocess Zur some uf &he ship’s purchases
by allowing the cashier to disburse cash, normally nat
exceeding $500. for supplies or services delivered to the ship
or ship’s personnel.

b. The purpose of this chapter is to prescribe the
conditions for the establishment and use of imprest funds; a~d
to set forth the prohibitions or limitations on the use of
this micro-purchase method.

3= s 5or~s~. ~ imprest Eu~d may he used to pay
cash for micro-purchases when u of the following conditions
exist:

The transaction does not exceed $500. In support of
pres~dentially declared conti~gencies, TY~Ms may authorize
overseas imprest fund purchase= to $2,500;

.

b. The use uf the impzest fund is considered to be
advantageous to the Eavy;

c. Supplies or services are available for delivery within
30 days to the ship, or to a ship’s representative at the
contractor’s place of business; and

d. The purchase does not rewire detailed technical
specifications or technical inspection.

4. Rstab37shzna the
,.

ImDres5 Fua

a. 3YCOM Authoriz~tio~. Ships may only establish and use
the imprest fund method if the TYCUM has approved the use of
this method in writing. The TYCQM’S letter shall be retained
in the supply Department files.
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b. commandfia Officer 1“ uthorl zat~on Letter . An
authorization letter to establish the ship’s imprest fund
shall be prepared, citing the maximum amount of the fund, and
shall be signed by the Commanding Officer. The original of
the letter shall be retained by the imprest fund cashier. A
copy of this letter shall be forwarded to the ship’s Supply
Officer, the Disbursing Officer and the TYCOM, as required.
Only one imprest fund may be established on a ship; unless the
Commanding Officer requests and the cognizant TYCOM authorizes
the establishment of multiple imprest funds. No imprest fund
cashier shall have access to, or control of, more than one
imprest fund.

c. -d Amo@.- The maximum authorized amount of cash in
an imprest fund shall be specified by the TYCOM and normallv
will not exceed $1,000 (an~ be no le~s than $500) . TYCOMS “;ay
authorize a ship to have an imprest fund of any amount not
exceeding $5,oOO during a ship’s overseas deployment in
support of presidentially declared contingencies. The
original of any authorization letter issued by the Commanding
Officer. that increases or decreases the amount of the fund
shall be retained by the imprest fund cashier with copies
forwarded to the Supply Officer, Disbursing Officer and TYCOM,
as required.

d. A m~r .

(1) Any officer or enlisted person may be appointed as
the imprest fund cashier; ~ the individual:

(a) Works in the disbursing office;

(b) Is responsible for originating or approving
purchase requests; or

{c) Is responsible for purchasing the needed
supplies or services.

(2) Imprest fund cashiers do not have to be bonded.

(3) The Commanding Officer, or, if designated, the
Supply Officer shall appoint the imprest fund cashier in
writing. The appointment letter shall contain the information
required by DoD 7000.14-R, Financial Management Regulation,
Volume 5, Chapter 02. The letter should contain:

(a) The individual’s name, rate, rank and the
identification of the department/division he
or she is assigned to;
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.

IdenEificatiun of disbursing office fur
w’hich the cashier will act, including the
accuunking numbezs assigned;

Specific duties to be perfumed;

Effective date;

Maximum amount of the fund; and

Location of Che fund. The imprest fund cashier
will be located organizationally and
physically where duties can best be
aecompl’ished.

letCer of appointment will include the
following statement: “I agr~e to hold myself accountable to
the United States for all public funds received”; which the
imprest fund cashier must sign to acknowledge his/her
acceptance of the cashier duties.

(5) The original of ehe letter of appointment {and
revisions to it or revocation of it) shall be retained by the

o cashier. A copy uf the a~puintmeat lettek shall be fuzn~shed
to the Supply Officer and Disbursing Officer.

e. ointment of an Alternate Cashiez . The Commanding
Officer or, if designated, the Supply Officer may also appuin~
an alternate imprest fund cashier. The appointment process is
the same as for the principal cashier. The alsernate shall
only serve as an imprest fund cashier during the absence of
the principal cashier. There are two kinds of principal
imprest fund cashier absences:

(1) ~. In the event of a_planned
absence of the principal imprest fund cashier, the principal
will advance cash to the alternate in any amount, up to the
established limit of the fund. The principal shall receive a
receipt for the cash so advanced~ and upon return of the
principal, shall exchange this receipt for the various
subvouchers, vouchers, receipts and residual cash held by the
alternate. In short, during a planned absence of the
principal cashier, the alternate operates with the
principalcashier’s fund, as if hefshe is the principal.

(2) nned absent%. These absences include
, unexpected sick leave or family emergencies. During these

unplanned absences, the alternate cashier will operate as the
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principal cashier, but with his/her own funds. The Disbursing
Officer will advance to the alternate cashier funds not in
excess of the maximum amount of the fund. The alternate may
be issued the maximum amount of the established fund even if
the principal has the maximum amount already secured in
his/her safe. When the unplanned absence ends, the alternate
cashier turns in residual cash and other documents supporting
and accounting for the expended funds to the Disbursing
Officer. The alternate cashier shall not retain any amount of
the imprest fund cash when the principal cashier is present.

f. Revisi~s and Revocation . Revisions to and revocation
of the appointment may be at any time. Each of these shall be
in writing addressed to the cashier and show an effective
date.

9. Record Retenti~~ Imprest Fund authorization,
establishment, appointme~t, revision and revocation letters
shall be retained in the Supply Department for a period of not
less than five years after the fund is disestablished or the
appointee ceases to serve.

h. v
Funds to~anced by ~he

a Offj CPE

ship’s Disbursing Officer. A signed copy of the letter
appointing the imprest fund cashier (or alternate) will be
furnished to the Disbursing Officer at the time the imprest
fund cashier (or alternate) first obtains funds. The Supply
Officer shall also be presented a copy at this time, so the
Supply Officer may update the ship’s records and notify the
ship’s buyers and other personnel of who the cashier or
alternate is.

i. Safes. The imprest fund cashier and alternate cashier
must each have their own safe. Safes must meet security
standards prescribed by NAVCOMPT. Only the imprest fund
cashier and alternate cashier shall have the combination for
their respective safes. The combinations of the safes must be
changed every six (6) months and when the appointee(s) are
changed.

5. A “z h~n_~ . Imprest funds may be
used to pay for authorized supplies or services under the
conditions discussed in paragraph 3. Imprest funds may also
be used:

a. To pay for delivery charges associated with the
purchase when
delivery on a

the contractor is requested
“Cash on Delivery (C.O.D.)”

to arrange for
basis; after the
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